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Pogition Inventory Record'<"Standerd Form OF-hb, "Bmployee Record Card®.
These cards ere mainbained on every position and are tabhed to indicete

ae A&n employee is slotted sgainst a position on a field T/0 but
physically located in headquerters. '

be Blob ie vecant or filled.
¢e An individunl is in process for the slol but hes not ontered on duty.

de TIndividual occupying slet s Civilian or Militsry sto.
These cerds are grouped by militesry (alphabetioal), headguarters and
Figld persomnel (by T/0) and Dependent Contract personnel (alphatetical).
A1l actions are posted to these cerds, end & curmletive memerendum

record is nosted, ss to scbion typee This memorandum record iz then uged
to prepare g ronthly statistics] pommary of aetione processed.

Cheeldex® « a card file, alphebetically arranged, contalning name,
personnel file nuwmber, slot number and cerecer designation of each ine

dividuel ccoupying an FHE-T/0 glot, hesdquarters and field. Thege cards
ars used ag an Index to Loe personrel file folders.

Porgonnel files - individusl personvel £1le folders errarged pumericelly,
(indexed by theeldex) on each individual occupying en S¥-T/0 slot except
Comso, HR, 185 and DT parsonnel (“ut Ineluding Dependent Contrach
“mpleyess and military personnel). The predominance of materisl in thesge
indlvidual file Tolders relete to finence and iravel matters, covering
such documendts ag coplos of Proval Urdesrs, Yemo requestas for orders,
Travel Vouchers, ravel authorizat!ons, Ttineraries, fdministretive

fudit Deference Statements, Cettlement of Dutstanding Balance records,
atce Perscnuel documents include Personnel Vsta Sheets (Form 59=ht) (if
an individual has been promoted since Pebraary 1953}, Trsinins hequests,
Letters of Instruction, iE Orientation Check Sheets snd covrles of miscel=
laneous types of correspondence, ceiles, dlspebches pertaining to its
individual concerned. These £3les oceupy 11 f4le cabinete of which 13
contain reeords of separated personnsl. ihese files of sevarsted VOIS0
nel are to be transgferred to Ferasnnel Brfies, DA st their convenicnce.

“1liteary Persamnel Card = 2 card file showing name, grede, /0 “loty,
location snd tour of duty information. & section of this file conteing
tire name (mnly) of military nergonrel on obher bhen Y T/ﬁ'ﬁ bul agrve
ing In FY Arease
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,;’féc&urity Information

Se 70C File Log - 2 register for recording rece’pt and dispalich of 811
officisl mersonnel files moving in snd out of E- Mvisien.

6. Bigpaten file - vlue avstracts of dispsiches receivedy copy of abetract
typod snd atieched by EI is used se 8 log of incoming dispatchas,
entries being mede on such abstract slips of sctions tsken, such #s
*rargarded Lo TEW elc.

Catle Tog - leg of personnel ca les receivel! and prepered. Record is
malnteined on sheebs neaded by colwems "In  {out)}™ - Jiatien - Zubject -
Datets

Te

8, Seniority Caxds - Xavdex record, grouped sccording to grade, and srranged
by date of promotion within such grades. Caxd shows name, (rade, E0D
trency, late of Last Promoilion.

9, kotation Kecord « sheeldex containing enrda arranged by month snd year
In which individuel is schedulsd for rebturn to the U. 5, and containing
the Individual's fare, Career ‘esignstion snd “onth and Year “cheduled
for Hefurn.

10, Parsommel Tvaluation Susvense Decord - s 3Ix5 csrd file for follow-up to
insure bvimely complebion and sutmission of PiE's on JMvision employees.

11. Promotion log ~ log of promolion status informstlion ehowing grades
nromoted from and Lo, dete reguest received, drie setion prepared, desk,
#% Personnel ZSosrd Action date, Carser ‘ervice Hoard action date, °DF
 Uste, ¥ffective ietle, Date field notifled and dispatch Ve.

Chronolepricel Pllesg = pink conies of 211 personnel catl=s, dispatches
sned memorpnadn oY gfmtﬁm in the fersonnel ‘ection/El.

13. fontroet Apent lLocslor Pile = & 3x% eard file contalning name of spent
{oseudo), Type of fzemt L(FI, PP, P%) Project amd Case 2f ‘icer.

3

sateh Log ~ lop of outgoing dispatches conteining Dispatch Mumber,
lmte writhben, By Whon Hritten, “ubject snd Coordinstion.
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